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CHAPTER 5

G FTS, GRATU TI ES AND OTHER BENEFI TS RECElI VED FROM COMVERCI AL
SOURCES | NCI DENT TO PERFORVANCE OF OFFI Cl AL TRAVEL

5-1. Ceneral.

a. Al rights to gifts, prizes, incentives, benefits and
servi ces obtai ned when performng official travel becone the
property of the Governnent, except as otherwise indicated in this
chapter. Wiile acceptance of pronotional material s/services or
enrollnment in airline mleage accunul ati on prograns i s not
mandatory, travelers are encouraged to participate to help reduce
overall costs of official travel.

b. Travelers are obligated to account for any gift,
gratuity or benefit received fromprivate sources when performng
official travel. This includes pronotional materials given by
airlines, rental car conpanies and hotel/notels, for exanple,
bonus flights, reduced fare coupons.

c. \Wien a traveler receives pronotional material he/she is
accepting it on behalf of the Governnment. Al rights to such
mat eri al become the property of the Governnment and nust be
rel i nqui shed.

d. Travel ers may keep itens of nominal intrinsic value (e.
g., pens, pencils or calendars) or itens offered for custoner
relations purposes (e.g., free wne on delayed flights).

e. Travel ers are encouraged to enroll in mleage
accunul ati on (FREQUENT FLYER) prograns to gain full or discounted
travel which would ultimately accrue to the Governnent. However
any mleage credits earned becone the property of the Governnment.
O ficial and personal credits should not be m xed.

f. Travel ers nust turn in travel bonuses carrying
expiration dates, and nontransferable travel coupons, even if
t hey cannot be used by the Governnent for future official travel.

5-2. Pronotional Materials.

a. Travel ers accepting pronotional materials nmust turn in
mat eri al or docunents to the HQUSACE Transportation O ficer.

(1) Transferable tickets, coupons or certificates
shoul d be used/ applied toward future official travel of
enpl oyees.
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(2) Non-transferable tickets or other discount
docunents should be turned in and applied to future travel
requi renents of the individual. Whenever possible, docunents
shoul d be requested in the nane of the U S. Governnent or the
Department of the Arny.

b. Pronoti onal coupons that carry a cash surrender val ue
shoul d be redeened i medi ately. Cash received from redeened
coupons should be turned in to the finance and accounting office.

C. Tradi ng stanps, precious netals and physical articles,
such as cl ocks, sports equi pnent, appliances and | uggage, shoul d
be turned in to the Supply Dvision, Directorate of Logistics
Managenent .

d. Tickets, coupons or certificates turned in by the
travel er that cannot be used should be disposed in accordance
Wi th appropriate property disposition procedures. If price
reductions in lieu of trading stanps, precious netals and
physi cal articles cannot be negotiated and they have no practi cal
use, the Supply Division should arrange for transfer of the
property to a nearby Federal Hospital or simlar institution that
i s operated, managed or supervised by the DOD or the Veterans
Adm ni stration.

e. Procurenment of transportation for official purposes is
based on cost effectiveness rather than participation in
pronoti onal prograns. Consequently, all policies relating to
routing and sel ection of nodes/carriers remain unchanged.
Travel ers shoul d be warned agai nst patroni zing or requesting Ask
M. Foster Travel Agency to select carriers solely for the
pur pose of receiving the extra benefits that may be provided by
any particular carrier.
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